RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES

Schedule No. M-139

RECORDS MANAGEMENT DIVISION

Page 1 of 3
Agency Division/Unit
City of Frederick Office of the Mayor/Chief Operations
Officer
Item No Description Retention
/ Federal aid policy guide Retain until updated or
superseded, then destroy
2 Operating budget Retain until updated or
superseded, then destroy
3 Projects — Carroll Creek — grants, studies, contracts, flood plain| Permanent. Transfer files
analysis, status report periodically to the Maryland
State Archives

N\

Projects — general — E Street extension, MARC train rail study,
state highway study, state aid program for bridge and road,
state loan fund -

Strategic plan

Parks/open space

Acquisition files — Carroll Creek

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain until updated or
superseded, then destroy

Forward to Recreation Dept.
Permanent. Transfer files

periodically to the Maryland
State Archives

Approved by Department, Agency or Division Representative

Date

i O N L
Signature : 2 Signaturew‘

Type Name

Title

¢ idé/ .

Date

Rick Weldon :

Chief Operations Officer

Schedule Authorized by State Archivist

OCT 22 2008




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. M-139

(CONTINUATION SHEET) Page 2 of 3
Item No Description Retention
éy Water and Sewer files — reimbursement documents, contracts, | Forward to DPW
infiltration analysis study, grant info, studies
9 State assistance programs Retain until updated or
superseded, then destroy
Manuals/reference Retain until updated or

/0
//

) 2

/>

/Y
/5
/b

’7

MTA - transit system - grants

Engineering studies — Grove Stadium

Contracts

Airport
Waste water treatment plant

Mayor Gordon correspondence

Contracts

superseded, then destroy

Retain for life of grant, plus 5
years, then destroy

Retamn for life of ownership of
stadium, then transfer to
Maryland State Archives

Retam for life of contract, plus 4
years, then destroy

Forward to Airport
Forward to Waste Water Dept

Screen anniially. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain for life of contract plus 4
years, then destroy




-

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

Schedule No. M-139

Page 3 of 3

Item No Description

Retention

/ 5/ Former mayor’s correspondence

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.




NSTRUGTIONS - TYPE ON PIlNT A SEPARATE FORM TOR EACH NEW
REVISED RECORD SERIES.
SCNEDULE (OGS 550-1)

FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

7279 WATERLOO ROAD
P.O. BOX 275 . JESSUP, MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

Page - ot

1. DE&R

Ce

ERT/AGENCY ’

Frederick™

3. UNIT

DEFINITION - Records Setlen - A group of related tecords notmally Rled snd used sa s unlit for referencs as

well 38 retention snd disposition purposes.

4. RECORD S.ERIES'TIILE

§. EARLIEST YEAR/ LATETEST YEAR

149/ 1o

€. RECORD SERIES DESCRIPTION { Briefly describe the lypes of Information/documents/lorms found in the Series. Include the putpose or function of the Serres)

7. RECORD SERIES FORMAT(S)

Pundie:

8. RECORD SERIES SEQUENCE

O Lelter Size o Microfitm O Alphabetical
a Legal Sze o Computer Tape O Numerical

O Bound Book O Floppy Disk O Chionological
O Audio Tape D Video Tape O Geographical
U Qther {Specify) O Other (Specily)

9. VOLUME
O File Drawer(s)

/ o Microfilm Reel (s)

! ' O Computer Tape (s)

O Other {Specdy)

Number

10. ANNUAL ACCUMULATION
0 File Orawer (s}
O Microfitm Reel (s}

0 Computer Tape(s)
O Other (Specily)

Number

11. FILE I8 USED

a Daily

12. FILE BECOMES INACTIVE AFTER

B Weekly o Monlhly

Numbet

O Monlh{s) ]

Yeat(s)

13. CURRENT LOCAIION(S) (Bidg., Floar, Room)

> ad

i ‘e
L/ Y p e

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

UYESQAM_I_@M_“A? . B No

{It yes. specily agency or office)

15. ACCESS RESTRICTIONS (i yes, cile law(s) & reguiation(s)

a Yes,

16. AUDIT REQUIREMENTS

0 No o Slate

None

O Federal O Indepencent

17. (S AN INDEX SYSTEM USED? (If yes. explain brielly and
describe any hardware/soliwate)

a Yes

18. RECOMMENDED RETENTION

o No

WLl epp ol ol

A—JW&&L{A Yoo
Aoy .

19. NAME Amor %

20. TELEPHONE NUMBER

v
21. DATE

[2/sy/

NGS 5504 (Revised 1193)
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM T OR EACH NEW
REVISED RECORD BERIES. FONWARD WITH RECOROS RETENTION
SCIEOWLE (OGS 550-1)

DIVISION

ES6Y o Frederick™

DEFINITION . Recorde Saries - A group of telated racords normslly filed and used oo s unit for reference a9

DEPARTMENTY OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7276 WATERLOO ROAD
P.0. BOX 278 - JESSUP, MARYLAND 20784

AGENCY RECORDS INVENTORY

Page of

e e N R R R mm—m—
T e

3. UNIT

well o8 relenticon and dleposition purpores.

4. RECORD SERIES TITLE - §. EARLIEST YEAR / LATETEST YEAR
@@MMO /?;MIZM ¢ volea/

8. RECORD SERIES DESCRIPYION ( Briefly describe the lypes of Informatiorvdocuments/lorms found in the Series. Include the purpose or funclion of ihe Senes)

7. RECORD SERIES FORMAI(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Diawer(s)
Q Lelter Size o Microlim 0 Alphabetical C( 0 Microlilm Reet (s)
.P)A«\,A.wo 0 Compuler Tape (s
a legal Size o Computer Tape O Numerical Q Othet (Specily)
O Bound Book o Floppy Disk oChrondlogicsl Number
O Audio Tape D Video Tape O Geographical 10. ANNUAL ACCUMULATION
. ° 0O File Drawer (s)
O Other {Spect @ Other (Spect O Microfim Reel (s}
{Spe "_ (Speciy] o Compuler Tape(s)
O Qther (Specity) .
Number

11. FILE I8 USED

O Daily D Weekly O Monthly

12. FILE BECOMES INACTIVE AFTER

O  Month(s) o]
Numbet

Yeai(s)

12. CURRENT LOCMION(S)_(Bldq..FIOOI. Room)

14, IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specily agency o olfice)

.

- »
?),ud 74/ { - m/es ANAnC Lo a No
15. ACCESS RESTRICTIONS (Il yes, cite law(s) 8 reguiation(s) | 16. AUDIT REQUIREMENTS
o Yes, o No D(ne o State O Federal O Independent

17. 1S AN INDEX SYSTEM USEQ? (If yes, explain biiefly and
descrbe any hatrdware/sofiware)

O Yes ' /) 0 No
Vied ¥/ n

N,

18. RECOMMENDED RETENTION

B

4

} ~

|

i A :;“‘"f//f: ool b
NAME AND TITCE OF PREPRRER” <

b
(-3
.

20. TELEPHONE NUMBER 21. DATE

19 e

s

|

NIC GAN 4 iNacnsnd 1N




{NSTRUCTIONS - TYPE OR PIUINT A SEPARATE FORM FOR EACIH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 3%0-1) 7275 WATERLOO ROAD

DEPARTMENT OF GENERAL SERVICES
RECQRDS MANAGEMENT DIVISION

P.O. BOX 275 - JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTORY

Page of

1 U‘EETENCYJ f' l ; DIVISION )

3. UNIY

DEFINITION - Recorde Serles - A group of related records nermally Nied and used as s unit for reference os

well a0 retention snd dispesiton purpesss,

4. RECORD SERIES TLHE .
WWE -

§. EARLIEST YEAR / LATETEST YEAR

1927 0 (777

il W z%z‘;,; 2

m 1w4~ W’&
1o Gedd

Stz A son Fetindt

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informatiovaocuments/liorms found in the Series

o oo foutie oot

. Inclyce ihe putpose of funclion of the Sanes)

7. RECORD SERIES FORMAT(E)

eﬁv Size

8. RECORD SERIES SEQUENCE

//741 .
AN
9. VOLUME i %

2 B—PIE Orawer(s)
v

?3/4/472/0 -

O Yes

g Microfim a Alphabetical O Microfilm Reet (s)
O Compuler Tace (s)
a Lepal Size a Compuler Tape O Numerical 0 Other {Specily}
O Bound Bodk @ Floppy Disk a Cheonological Number
ideo Tape 0 Geographical 10. ANNUAL ACCUMULATION
@ fudo Tape O Video Tep o O File Drawer (s)
Q Other (Specif O Microtilm Reel (s)
© Ottt (Speciy) (Speci) O Compuler Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BEICOMES INACTIVE AFTER
o Daty p Weekly o Monthly o Monih(s) O Yearls)
' . Number
13. CURRENT LOCATION(S) (8ldg., Floar, Raom} 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (Il yes, specily agency or office)

ofo

15. ACCESS RESTRICTIONS (il yes, cile law(s) & regulalion(s) 16. AUDIT REQUIREMENTS

a  Yes, 0 No a None

Slate

s

17. 1S AM INDEX SYSTEM USED? (If yes, explain briefly and 18
descibe any hardware/soliware)

. RECOMMENDED RETENTION

o Yes 4 O No

' Screen annually. Destroy material having n

. document the origin, development and
: accomplishments of the department. Transfer

TELEPHONE NUMBER

. P
19. NAME 7% OF FREPARER | 2.

O Federal O Indepengenl

P .

further fiscal, legal or operational value. Retain
permanently any material that serves to

pen'odically to the MD State Archives

oo

21. DATE

06GS 530.4 (Revsed 1793)




INSTRUCTIUNS - FYPE O PIINE A SEPARATE FORM FOR EAGH NEW
ALVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 275 - JESSUP, MARYLAND 20794

Page of

;@o*‘iwﬁf f reders

DIVISION

|

3. UNIT

DEFINITION - Recorde Serles - A group of related records netmally filed and used as s unit for reference "

well 30 retention and dispesition purpeses.

4. RECORD S‘ERlES NTLE

N Jraige [ A

5. EARLIEST YEAR / LATETESY YEAR

Cetrrte_oA—

10

8. RECORD SERIES DESCRIPTION ( Briefly descn& the types of Informalion/documents/forms found in the Series. Include Ihe purpose ot funclion of Ihe Seres)

CURRENT LOCAIONS) (Bidg., Flool, Room)

,b,w(jé/'

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

O Yes

RECORD SERIES FORMAI(S) 8, RECORD SERIES SEQUENCE 9. VOLUME
! m;wec(s)
Lelter Size 2 Microlilm O Alphabetical 0 Microfiim Reel (s)
O Computer Tape {s)
a Legal Size a Computer Tape G Numerical aQ Other (Specily)
O Bound Book o Floppy Disk o Chionological Number
0 Video Tage O Geographical "10. ANNUAL ACCUMULATION
© Audo Tape ' g o O File Orawer (s)
O Other (Specif D Microliim Reel (s)
@ Other (Speciy) (Specit) O Compuler Tape(s)
O Othet (Specily) ______
Numbet
11. FILE I5 USED 12, FILE BECOMES INACTIVE AFTER
a Daiy 8 Weekly o Monthty O Monih(s) g Yeas)
. Number
17,

{it yes. specily agency ot office)

oTe

15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s)

a Yes, 0O No

3

16.

AUDIT REQUIREMENTS
None a Slate

O Federal

O Independent

17. IS AN INDEX SYSTEM USED? (I yes, explain briefly and

descrbe any hardware/sofiware)

O Yes g No

18. RECOMMENDED RETENTION

Wty et st doacencto, Do

deFic,
5

20. TELEPHONE NUMBER »

NAME AND xmzor m%

21. DATE

1>/ /P

06GS $80.4 {Ravsed 1197)




INSTRUCTIONS .- TYPE ON PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SEMIES. FOAWARD WITH RECORDS RETENTION
SCHEDWLE (0GS $50-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.0O. BOX 275 - JESSUP, MARYLAND 20794 Page of

€E8i o Frude

DIVISION

i

3. UNIT

DEFINITION - Records Serlen « A group of related records ncrmally fled and uwed as s unit for relerance s

well as retention and disposition purposes,

"V S © 1 M

5. EARLIEST YEAR / LATETEST YEAR

198 101777

frct
Pl gt

8. RECORD SERIES DESCRIPTION ( B«ieﬂy descnbe the types of information/documenis/iorms found in the Series

. Include the puipose or function of Ihe Sanies)

7. RECORD SERIES FORMAT(S)

.

8. RECORD SERIES SEQUENCE 9. VOLUME
l V &-TFie Orawen(s)
LeNter Size o Microlim O Alphabelical & Q Microfiim Reel (s)
O Computer Tape {s)
g Legal Size o Compuler Tape 0 Numerical O Other (Spectly)
O Bound Book Q Floppy Disk O Ciwonologica! Number
g Avdio Tape 0 Video Tape 4d{oglaph;¢a| 10. ANNUAL ACCUMULATION
a File Orawer (s)
O Other [Specty) O Other (Specily) O Microfim Reel (s)
’ o Computer Tape(s)
a QOther (Specily)
Number
11. FILE 1§ USED 12, FILE BECOMES INACTIVE AFTER
a Daiy g Weekly a Maonthly 0 Month(s) a Yeat(s)

Numbet

1. CURRE'NI LOCATION(S) (Bidg.. Floor, Raoom})

’b'vdﬂ.

-

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency or office)

afio

o Yes

15. ACCESS RESTRICTIONS (if yes, cite law(s) 8 regulation(s)

O Yes, 0 Neo

16. AUDIT REQUIREMENTS

%lal o

O None late Independent

17. IS AN INDEX SYSTEM USED7 (il yes, explan brielly and
] describe any hardwaie/soliware)

O Yes 0 No

18. RECOMMENDED RETENTION

FZ‘ QZJSWMLWW

;:mﬁz‘o,‘é@m

20. TELEPHONE NUMBER 21. DATE

L, Lz/w

0GS 5504 {Newsed 193}




INSTRUCTIONS .- TYPE OR PIINT A SEPARATE FORM FOR EACH NEW
REVISEN NECONRD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS $50-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.0. BOX 275 - JESSUP, MARYLAND 20784 Page or

Ciby of Freder

3. UNIT

C.o9

DEFINITION - Records Series - A group of ralated records normally flled snd ueed se 8 unit for reference as

well as retention and dispositon purpesss.

4. RECORD SERIES TILE -

e Yt

5. EARLIEST YEAR / LATETEST YEAR

(987 10197 &

Coonntd Cocels

Q{w&cﬁ-
Cpposae s

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of Informatiorvaocumenisiforms found in the Series. Include the purpose or tunclion of the Senes)

7. RECORD SERIES FORMAT(E)

descibe any hardware/sollware)

O Yes O No

&t Yo Mt Pacliuss

K%m. 7/14/’427@"/%"”’; ‘%/"2‘9

8. RECORD SERIES SEQUENCE 9. VOLUME
O~ File Orawer(s)
dﬁm Size g Microlim O Alphabetical O Microfilm Reel (s)
O Computer Tape (s}
g Legal Size o Compuler lape O Numerical Q Other {Specily)
O Bound Book O Fioppy Disk 2 Chronological Number
Q Audio Tape Q Video Tape a Geographical 10. ANNUAL ACCUMULATION
—_ 0 File Drawer {s)
O Ciber (Specify) mﬂ (Specify) O Microfilm Reel (s)
o Compulet Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daiy O Weekly a  Monthly a  Month(s) a  Yeas)
. Numbet
13. CURRENT LOCATION(S) '(Bldgl__Floo«, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERET (i yes, specily agency or office)
5””( 7 - O Yes W
15, ACCESS RESTRICTIONS (I yes, cile law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
a Yes, QO No Aone o State O Federal 0 Independent
47. 1S AN INDEX SYSTEM USED? (il yes, explain briefly and 18. RECOMMENDED RETENTION 7\‘

19. NAME AND gus oF %

20. TELEPHONE NUMBER 21. DATE

V0/e)sd

NGS 530.4 (Revised 119])




INSTRUGIIUNS - TYPE O PIINT A SEPARATE FORM FOR EACIH NEW
REVISED RECORD SEAIES. FORWARD WITH RECORDS RETENIION
SCIEDWLE (OGS $%0-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7215 WATERLOO ROAD
P.O. BOX 278 . JESSUP, MARYLAND 20794

Page ot

‘1053 ENNAGENC‘Yf f' l ‘

DIVISION

3. UNIT

DEFINITION - Recorde Serlen - A group of related records normslly filed snd used a9 & unit for refetence as

well a0 retention and dlspositon purposes.

4. RECORD SERIES TI1L i

5. EARLIEST YEAR / LATETEST YEAR

| %2 216

6. RECORD SERIES DESCRIPTION ( Briefly describe the iypes of informationvaocuments/lorms found in the Series

. Include the purpose of funclion of the Senes)

T. RECORD SERIES FORMAT(S)

describe any hardware/sollware)

O Yes 0 No

Pulzistinddd W

A )

Py £ lﬂ
19. NAME AND /@% PRM

20. TELEPHONE NUMBER

8. RECORD SERIES SEQUENCE 9. VOLUME
D File Drawer(s)
O Lelter Size a Microfilm O Alphabetical o Miciolilm Reel (s)
0 Computer Tape (s}
O Legal Size o Compuler Tape O Numetical O Other (Speciy)
© Bound Bock a Floppy Disk O Chronological Number
O Audo Tape O Videa Tape a Geographical 10. ANNUAL ACCUMULATION
a File Diawer (s)
o Othet {Specdy) O Other (Specity) Q Microlilm Reel (s)
O Compuler Tape(s)
M O Other (Specily)
Number
11. FILE 15 USED 12. FILE BECOMES INACTIVE AFTER
o Daly D Weekly O Monthly o Monih(s) o Years)
Numbert
12. CURRENT LOCATION(S) (Gldg Floot Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency or office)
,)’) /"0{’ {/( m/Yes f o No
[)'/AJ:A A
15, ACCESS RESTRICTIONS (il yes, cile law(s) & regulalion(s} 16. AUDIT REQUIREMENTS
o Yes, 0 No o Tione o Slate O Federal O Independent
17. 1S AN INDEX SYSTEM USED?7 (If yes, explain brielly and 18. RECOMMENDED RETENTION

) e edeA
 Araline

"0 f

OGS $50.4 {Nevised 1197)




INSTRUCTIUNE - TYI'E OR PIINT A SEPARATE FORM FOR EACIINEW | OEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENIION RECORDS MANAGEMENT DIVISION
SCHEDULE (OGS 550-1) 7275 WATERLOO ROAD

P.O. BOX 278 - JESSUP, MARYLAND 20794 Page o

E:gm&si:cw;* f' l ; DIVISION . | 1. UNIT @(95

DEFINITION - Recotds Serles » A group of related tecords notmally Rled snd used o o unit for referencs as

4. RECORD SERIES TITLE W

8. RECOAD SERIES DESCRIPTION ( Briefly descrbe the lypes of informationvdocumentsiiorms found in the Series. Include the puipose of funclion of the Senes)

well 90 retention snd disposition purposar,

§. EARLIEST YEAR/ LATETEST YEAR

(22 10

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
( O File Drawer(s)
o Lelter Size o Microlilm O Alphabetica! O Microlilm Reel {s)
M O Computer Tape (s}
o Legal Size a Computer Tape a Numerical Cate o Othet {Specify}
O Bound Book O Floppy Disk O Chronological Number
a Audo Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O - G File Drawer (s)
O Othet (Specty) & O Other (Specily) O Microtim Reel (s)
o Compuler Tepe(s)
T Other (Specify) —
Number
11, FILE 18 USED 12. FILE BECOMES INACTIVE AFTER
a Daiy P Weekly O Monthly O Month{s) 0O Yeai(s)
Numbet
13. CURRENT LOCATION(S) '(aldg,,floot, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes, specily agency of office)

™ wol 7U v e

15. ACCESS RESTRICTIONS (I yes, cile taw(s) & regulalion(s) 16. AUDIT REQUIREMENTS

o Yes, o No Ane o Slale O Federal s}

I3

Indepengent

7. IS AN INDEX SYSTEM USED? (If yes. explain brielly and 18. RECOMMENOED RETENTION

destibe any hatdware/sollware) ‘ N . %J
o N D%Z@ZU APAZR bt ADiprscce Aed-

<. /

[/
ARER ) 20. TELEPHONE NUMBER 21. DATE
Am@/w

19. NAME

S 5504 {Nevsed 193]




| REVISED RECOND SEMIES.
SQEDNE (OGS $%0-1)

HSYIUGIIUNS - TYPE QI PINLT A SEPARATE FORM QR EACIH NEW
fanwany WITH RECORDS RETENTION

RECOROS MANAGEMENT DIVISION
131§ WATERLQQ ROAD
P.O. BOX 275 . JESSUP, MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

Page (o]}

———————

=

1. usdt Egemmcaucr § F

. DIVISION

L Vit

DEFINITION - Racatds Setlew < A group of related tecards normaliy fled snd ured sa 1 unit far referencs ae

well 12 retentan snd dispesi¥on purpaass,

4, RECORD S.ERIES TITLE

P = Fromast MoTn

S. EARLIEST YEAR / LATETEST YEAR

quo;m 1994

oS

7. RECORD SERIES FQRMAI(S]

t. RECORD SERIES DESCRIPTION { Brielly descrbe the lypes of Informaliorvdocuments/forms lound in I1he Series

Lo Buop apulytdgo’s

. Incluce the purpose or function of Ihe Series}

8, RECORD SERIES SEQUENCE 8. VOLUME
) 2 E’m'awm(s)
o Lellet Size Q Microfilm U Alphabelical a Microlim Reel (s}
O Comouter Tape (s}
o Legal Size a Compuler lape a Numerical a Cther {Specily)
O Bound Bodk a Floepy Disk O Chronolegical Number
a Auda Tage o Videa Tace Q Geogaphical 10. ANNUAL ACCUMULATION
a Fie Orawer (s)
: . . Microlilm Reel {s)
D Other (Specily) o
@ Qe (Specin] ( 0 Computer Tape(s)
3 o Othet {(Specify)
Number
/
11, FILE IS USED / 12. FILE BECOMES IHACTIVE AFTER
g Dady Dl Weekly O Monthly 0 Month(s) a  Yeals)

Number

13. CURRENT LOCAIION(SI.(Equ.,‘Floal. Room)

Yaddd,

g Yes

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

{It yes. specily agency of ollice)

oTo

15. ACCESS RESTRICTIONS (I yes, cile law(s] & regulalion(s}

a  Yes, a No

16. AUDIT AEQUIREMENTS

o’ﬂ

a HNone |

mfﬁgera( a

Independent

17. IS AN INDEX SYSTEM USEDT (If yes. explam brielly and
descibe any hatdware/sollwace)

a Yes . O No

18. RECOMMEMOED RETENTICN

5Y , then chz,é'/

fodi e of ot e

A /)
19. NAME Anf,@%f PM

20. TELEPHONE NUMBER ~ 7 ~° 7~

|

HiA DN’E"/’b/é /0‘—5




MSIPUCIIONS - TYPE O PINE A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES
PEVISED RECORD SEMES, FONWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION 3 AGENCY RECORDS INVENTQRY
$QEDWLE (OGS $%0-1] 1378 WATERLOO ROAQ

R P.Q. BOX 275 . JESSUP, MARYLAND 70794 Page Qf

1, DEJ&ENUAGEH;% fwrﬂl‘g / DIVISION 3. UNIT

DEFINITION - Records Satles - A group of related records notmally Aled snd ured 3o 1 unil for relerencs 2

well va 1elention and dlvposl¥on purposser,

4. RECORD SERIES TIILE S. EARLIEST YEAR /| LATETEST YEAR

QWM MM JA«-«A M%M-vv\ lm_‘o___

§. RECOARD SERIES DESCRIPTION ( Briefly descibe the lypes of Informationvdocuments/lorms lound in the Series

. Inchuce the putpose of function of the Series)

1. R.ECORD SERIER FORMAI(E) : 8, RECORD SERIES SEQUENCE . 9. VOLUME
. m\ﬂum
Letter Size o Microlim ) G Alphabetical 0 Miciohim Reel (s}
O Comouter Tage (s}
g Legal Sige g Compuler Tape a Numerical a Other (Specily)
0 Bound Bock a Floepy Disk a Chranalogical Number
a Audo Tape O Videa Tace G Geographical 10. ANNUAL ACCUMULATION
g Fie Drawer (s)
O Other [Specdy) | O Other (Specily) O Micralilm Reet (s)
a Compulet Tape(s)
Y Q Olher (Specity) ____
Number
/
11, FILE 1§ USED 12. FILE BECQOMES INACTIVE AFTER
a Dady g Weekly g Monthly O Monih(s) O Year(s)
; Numbet
1. CURRENT LOCAITION(S] {8ig.. ‘Floot, Room) 14. IS RECORD SERIES QUPLICATED ELSEWHERET (If yes, specily agency ar office)

7)»474/ ‘“H’”“’ o e o e

15. ACCESS RESTRICTIONS (M yes, cile law(s] & regulation(s) 16, AUOIT REQUIREMENTS

a Yes, 0 No a None | g Slale O Ffederal O Indepengeni
17. IS AN INQEX SYSTEM USEDT (i yes, explam brielly and 18, RECOMMENOED RETENTION ,

descibe any hardware/sollware) %{'1 : /% ne ok P (’(«/ J?., 2 /%b

a Yes O No

7/ MI\MAMZWM

LY —_—
19, umuu/ OFPW 20, TELEPHONE NUMBER ~ 7 77" ""7" | 1. bATE™ / / / -
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0msIoN 3. Ut

DEFINITION - Records Sarles « A graup of related records natmally Aled snd used a¢ ¢ unit for referencs s

well o8 tetenton snd dlspasian purpoeas.

4, RECQRD S.ERIES m
et

(e cte

5. EARLIEST YEAR / LATETEST YEAR

/%5}.10

.

8. RECOAD SERIES DESCRIPTION ( Briefly describe the lypes of Informaliorvaocuments/lorms lound in the Series

. Inchude (he putpose or lunction of the Series)

.

7. RECORD SERIES FORMAI(S] 8, RECORD SERIES SEQUEHCE 3. VOLUME
V: T File Qrawet(s)
O \ellet Size a Microlilm 0 Alphabetical G Microfilm Reel (3)
Q Computet Taoe (s}
a Legal Size g Compuler lape O Numerical a Other (Soecily)
0 Bound Bock T Floppy Disk g Chronological Number
a Audo Tape O Video Tace 0 Geographical 10. ANNUAL ACCUMULATION
Qa File Drawer {s}
. ; Micsofilm Reel {s)
oou o C Other (Specily) o
et (Specin] a Compuler Tape(s)
A\ Q Qther (Specify)
Number
/
11, FILE I8 USED / 12. FILE BECOMES [MACTIVE AFTER
a Dady g Weekly Q  Monthty g Monthis) g Years)
) Numbet
13. CURRENT LOCAIION(S) (Bldg.. Float, Raom) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency or ollice)
T M
31.5#%}«&%/}% O Yes g No
15. ACCESS RESTRICTIONS (Il yes, cile law(s) & regulatian(s) 16. AUDIT REQUIREMENTS
a Yes, o No a None o Slate Q Federal O Indepengent

17, 1S AN IMOEX SYSTEM USED? (if yes, explain brielly and
desabe any hardwaresoltware)

. RECOMMENOED RETEHTIQH

e ot 4 1Y) Flen 8257

20, TELEPHONE NUMBER ~ " 7777 """~ “} 71 DATE™ / /
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1. UNIT

DEFINITION -

Recotds Sailss - A group of related racords normslly Aled snd uved se 3 unit for 1eferencs 2

well 33 rotentian and dlyponition purposas.

4, RECQRD S.ERIES TTLE

(s

S. EAALIEST YEAR J LATETEST YEAR

10

6. RECOARD SERIES DESCRIPTION ( Briefly descide the lypes of Informalionvdocuments/lorms lound in the Series

. Inchuce the puipose or function of the Seres)

FQRMAIT(S)

Numbet

J. RECORD SERIES 8. RECORD SERIES SEQUENCE 9. VOLUME
/’ . y: G=FTe Orawes(s)
G eller Size a Microfilm Q Alghabetical O Microlilm Reet (s}
a Computer Tape {3}
O legal Size o Compuler lape O Numerical O Other {Specily)
O Bound Boch a Floppy Oisk @ Chionological Number
a Audo Tage a Videa Tace [w] Geoqraphiczl 10, ANNUAL ACCUMULATION
aQ Fie Otawer (s)
i . T Microfiim Reel {s)
o Ot =] O Other (Specily}
Qthet (Specty) o Compuler Tape(s)
i a OQthes (Specily)
Number
/
11, FILE 18 USED / 12. FiLE BECOMES IMACTIVE AFTER
a  Dady u' Weekly a Maonthly o Month(s) a  Yea(s)

13. CURRENT LOCAIIQHI(S) (Bldg.. _F‘oal, Raoom)

BM/L«//W

14, IS RECORD SERIES DUPLICATED ELSEWHERE?

(it yes. specily agency or office)

—

Q  Yes g No
15, ACCESS RESTRICTIOHNS (I yes, cile law(s] & regulalion(s) 16. AUDIT REQUIREMENTS
Q  Yes, g No a None a Slate a Federal Q Indepencent
17, 1S AH INDEX SYSTEM USEDT (I yes, explam buielly and 18. RECOMMENOED RETENTION .
desuibe any hadware/soliware) ) % - .
o Yes__ A 0 No ié Ll A ZZL”:‘ ‘
13. HAME LE OF PREPARER 20, TELEPHOME HUMBER ~ T 'ﬂ.‘oAfE“‘""

/@q&@
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DIvisIoN 1. UNIT

DEFINITION - Racords Setlew - A group of related records normally Aled snd used aa & unit lor teferencs s

well sa tetention snd dlepori¥en purpoaasy,

4, RECORD SERIES TITLE

U ot Wl

5. EARLIEST YEAR [ LATETEST YEAR

144 o

v‘:

€. RECORD SERIES DESGRIPTION ( Biiefly descibe the lypes of Informalionvaocuments/forms lound in the Series. Incluce the puipose or funclion of Ihe Senes)

8. RECORD SERIES SEQUENCE 9

i

Number

7. RECORO SERIES FORMAIT(S] . YOLUME
(/ G=eFile Qrawer(s)
ellet Size o Microlim 0 Alphabelical I — O Microflm Reel (s)
O Comoutler Taoe (3}
o legal Size o Compuler lape a Numerical O Other (Soecily)
O 8ound Sock o Floppy Qisk a Chronological Number
a Audo Tage' 0 Video lace O Geographical 10. ANNUAL ACCUMULATION
Qa Fie Orawer (s}
. : Micralilm Reel (s)
O Other (Specily) a
@ Qttet (Speciy) ! a Compuler Tape(s)
A a Othet (Specily) ___
: Nuymber
/
11, FILE IS USED / 12, FILE BECOMES INACTIVE AFTER
a Dady B Weekly a  Monthly g Month(s) o Yeai(s)

13. CURRENT LOCATIGH(S] (Bidg.. Float. Raom)

R e

4. IS RECORD SERIES DUPLICATED ELSEWHERET (it yes, specily agency of office)

O Yes . 0 No
15. ACCESS RESTRICTIONS {if yes, cite law(s} & regulalion(s) 16, AUDIT REQUIREMENTS
o Yes, o No Q None o Slale G Federal O Independent

17 IS AN INDEX SYSTEM USEDT (I yes, explam briefly and | 18. RECOMMENDED RETENTION ,
desabe any hardwaresoliware) » DZ /Mﬂ < @Ey
O Yes o No
ya)
19. NAME AHWF PM 20, TELEPHONE NUMBER ~~° ™~ "7 7| ‘7T bATE "~

19 Jeled
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1. DECARTMENTIAGENCY TH
sby of Fred

DEFIMITION - Records Setiee « A group of 1elated records natmailly fled snd used 29 2 unit for teferencs sv weil 8o rotenton

AGENCY RECORDS INVEM]ORY

———————

o DIVISION 1. UNIT ]

snd disposi¥on purpovas,

i, RECORD SER% M 5. EARLIEST YEAR / LATETEST YEAR
’ ' ! [4
. &’W G)d NP &4 1 'F2-

t. RECQAD SERIES OESCRIPTION ( Briefly descide (he Iypes of Informatiorvaocuments/iorms lound in the Series. Inchuce Ihe guipose of funclion of the Seres)

Q) cludso ([Frpedo

7. RECORD SERIES FQRMAT(S] 8. RECORD SERIES SEQUENCE . §. VOLUME
G/‘ . l CeefMtE Orawet(s)
ellet Size G Microfilm a Alphabeiical O Microfim Reel {3)
O Comoputer Taoe (s)
o legal Sge o Compuler Tape a Numerical G Otber (Specily)
O Bound Bodk Q Floppy Disk O Chronalogical Number
a Audo Tape Q Videa lace 0 Geographical 10. ANHUAL ACCUMULATION
Q File Orawer (s)
g Qtiver (Specdy) _ O Qther {Specily) a Microlilm Reel {s)
o Computer Tape(s)
i _ O Other {Specify) _____
Number
/
11. FILE i8 USED / 12. FILE BECOMES INACTIVE AFTER
a Dady g Weekly a Monlhly O Manih(s) a Year(s)
; . Numbet
13. CURRENT LOCMION(S].(Bldq_, .Flool, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency ot office)

‘- Q  Yes . GN/"

15. ACCESS RESTRICTIONS (Il yes, cile law(s) & regulalion(s) 16. AUDIT REQUIREMENTS

a Yes, QO No Q None a Slate g Federal O Independent
. Screen annually. Destroy material having ngf  ———
17. 1S AN INDEX SYSTEM USED? (if yes, explan brielly and 18. RECOMMENDED RETENTION " further fiscal, legal or operational value. Retain
descrbe any hardware/sollware) permanently any material that serves to
document the origin, development and

No accomplishments of the department. Transfer
periodically to the MD State Archives

\
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I N\t i
19. NAME ANO TITLE OF PREPARER




WSIRYUCTIUNS -« TTI'E OR Pl A SEPARATE FORM QR EACII NEW
FOAWARD WITH RECORDS RETENTION

REVISED NECONQ SEMIES.
SOLDWLE (OGS 35011

OEPARTMENT OF GENERAL SERVICEST
RECORDS MANAGEMENT DIVISION

7318 WATERLQO ROAD

P.Q. 80X 275 . JESSUP, MARYLAND 70794

AGENCY RECORDS INVENTORY

Page of

1. DECARUMENTIAGENCY 74 £ .

OIVISIOH

1. UNIT

DEFINITION - Rucords Serles - A group of reiated records narmally Aled snd used ae 2 unlt for refocencs as

well 30 7atention and dlsposi¥on purposes,

4, RECORD SERIES TITL

5. EARLIEST YEAR /| LATETEST YEAR

/9705101 GG

§. RECORD SERIES DESCRIPTION ( Briefly descibe he lypes of Informaliorvaocumenisiforms found in the Series. Incluce Ihe puipose or funclion of Ihe Seney)

7. RECORD SERIES FQRIAT(S)

Q/Lﬁt

o Microfilm

RECORD SERIES SEQUENCE

9. VOLUME
Q File Drawet(s)

O Alphabelical a Microfilm Reel (s}
O Comouter Tage {3}
a Legal Sige a Compuler lape a Numerical /: i Q Other (Speciy)
4
O Bound Bock o Floppy Disk o Chtonological Number
g Audo Tape Q Videa Tage O Geographical 10, ANNUAL ACCUMULATION
Q File Orawer (s}
O Other (Specdy) O Other (Specily) O Microlilm Reel (s}
Q Computer Tape(s)
{ Q Olhet (Specifyy __
: Number
/
11. FILE 16 USED / 12, FILE BECOMES IHACTIVE AFTER
o Dady a Weekly o Monthly O Monthis) O Year(s)
; Number
13. CURREMT LOCAMIQHI(S] (Bidg., ‘Flocl, Room) {4, 1S RECORD SERIES OUPLICATED ELSEWHERET (Il yes, specily agency ar allice)
G bé&“{lx - O Yes o
1S. ACCESS RESTRICTIONS (If yes, cile law(s) & requlation(s} 16. AUOIT REQUIREMENTS
o Yes, a Na B(p g Slate O Federal QO  Indepengent
* Screen annually. Destroy material having nop =
17. 1S AN INDEX SYSTEM USEDT (If yes, explan brielly and 18. RECOMMEMNDED RETENTION . further fiscal, legal or operational value. Retain
descrbe any hadwaresoliware) permanently any material that serves to
: document the origin, development and
o Yes o No accomplishments of the department. Transfer
A periodically to the MD State Archives
19. NAME AND IWMM 20, TELEPHONE NUMBER ~~~ ™~~~ 7° | o baE T -

i

/0
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OIVISION

3. UNIY

DEHNHlON Records Setles - A group of relsted records normaily fied snd ysed ss o unit for relerencs as

well 00 retention and dleposition purpesss,

4. RECORD SERIES TITLE

“~

foructs - Connvts Cuch

§. EARLIEST YEAR / LATETEST YEAR

ngz 710

8. RECORD SERIES DESCRIPIION ( Briefly descrbe he types of Informatiorvdocuments/lorms found in the Series

. Include the purpose of tunclion of the Series}

T. RECORD SERIES FORMAT(S)

etier Size o Microfim
a legal Size © Computer Tape
O Bound Bock O Floppy Disk
a Audio lape O Video Tace

.

mmcin _M
W

8. RECORD SERIES SEQUENCE
O Aiphabeticat

O Numerical

a

Chronological

a

Geographical

Other (Specily) 4/ Q/uwo

[s]

9. VOLUME
/ G’Fﬂe/ol;wel(s)
O Miciofiim Reel (s)
O Compuler Tape [s)
O Other (Specily)

Number

10. ANNUAL ACCUMULATION
O File Orawer (s)
Q Microfilm Reel (s)
0 Computer Tape(s)
o Other (Specify) ____

Number

-

1. FILE I8 USED

o Daty 0 Weekly o Monthly

-

2. FILE BECOMES INACTIVE AFTER

o
Number '

Months) O Yeat(s)

13. CURRENT LOCAIION(S) (Bidg., Floor, Room)

0O Yes

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{if yes. specily agency or office)

No

15. ACCESS RESTRICTIONS ( yes, cile law(s} & regulation(s)

a Yes, 0 No

-

6. AUDIT REQUIREMENTS

O KNone

w&( Q Federal

G@em

17. (S AM INDEX SYSTEM USED? {If yes, explain brielly and
descrbe any hatdware/soliware)

18. RECOMMENDED RETENTION

faun,

&///LW Wﬂa%
oo im Mb&/&ﬂ:&?

20. TELEPHONE NUMBER

21. DATE

1y I

NGS 550.4 {Rewsed 1793)
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INSTRUCTIONS .- TYPE O PRINT A SEPARATE FORM FOR EACII NEW
REVISED RECOND SERIES. FOAWARD WITH RECORDS RETENNION
SCIEDULE (DGS $50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7273 WATERLOO ROAD
P.O.BOX 278 - JESSUP, MARYLAND 20794

Page of

NEN"AGENCY

of Frederieh i, - of i

3. UNIT

C O

DEFINITION - Records Serles - A group of relsted records ncrmally flled and uved ss 8 unit for reference os

well a9 retention and disposition purpesss,

4. RECORO SER!ES TILE

Yadee

oo e Tt

5. EARLIEST YEAR / LATETEST YEAR

122 Lo _(7¢

Crnliachs

va .
Moot

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of informatiorvdocuments/iorms tound in the Series

WW sza/bf[yﬂ“ W‘J‘

e 0

. Include the puipose of funclion of Ihe Senes)

%M "
/w)

7. RECORD SERIER FORMAT(S}

m/l.en/e, Size

0 Mictolim

8, RECORD SERIES SEQUENCE

O Alphabetical

9. VOLUME

Yo

O—FTe Orawe(s)
O Microfilm Resl (s)
O Computer Tape (s)

Number

O Legal Size 0 Compuler Tape a Numerical a Other (Spectly)
C Bound Book o Fioppy Disk O Chienological Number
a Audio Tape 0 Video Tape a Geographical 10. ANNUAL ACCUMULATION
- O File Drawer (s)
O Othet (Specdy) &~ Ciher (Specily) [.’}/d p/w-#’ﬂf' O Microfilm Reel (s)
. vV s o Compuler Tape(s)
O Other (Specify)
Numbet
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
a Daily R Weekly o Monlhly O Month(s) O Yea(s)

13. CURRENT LOCMION(S),(BIdgA,‘Flool, Room)

]

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

O Yes

(It yes. specily agency or office)

e

15, ACCESS RESTRICTIONS (Il yes, cite law(s) & regulation(s)

g Yes, g Neo

.

16. AUDIT REQUIREMENTS

None 0 Siale D Federal

o independent

17. IS AN INDEX SYSTEM USED? (if yes, explain briefly and
descibe any hardware/sollware)

O Yes O No

18. RECOMMENDED RETENTION

’{(Zo«ma( A DP'MJ

PN .
1. NMWE %EM

20. TELEPHONE NUMBER

. DATE /y /M)

06GS 550.4 {fevsed 193)




